North Lanarkshire Council

mySelf — how to set up your e-payslip.




Table of Contents

B 1] o] [0} 000 0} =Y ] K- TR

1. Setting Up your Payslip to be EMailed tO YOU .....ccuiiiiiiiiiiiiiiiiiiiiieieiieveiveeeeveveeeeveeeeeeeeeeeesesessssesennnennes
[END OF GUIDANCE NOTE] . .uutuuuuuuuuuuuuuuuuuuuuuunnnsnnannnnnnnnnnnnnnnnnnnnnnnnnnnnnennnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnaanns

Version Control

Version Date Completed Author Description

1 17/07/2019 Gavin Scott Draft Pilot User Guide

2 17/01/2022 Kirsty Moffat New ESS

2 21/02/2022 Adriana Sections removed.
Rybarczyk

Version Control History

Document Name: How to set up e-payslips

Reviewed & Approved BYy:

Job Title Name Date Version Approved




Document Owner(s):

The primary contact for questions regarding this document is:

Job Title Name Contact Details
Senior Advisor Murray esc-
Workforce Hargrave and workforceengagement@northlan.gov.uk
Engagement & Alana
Website Administration Chalmers

1. Setting Up your Payslip to be Emailed to You

A quick and secure way to receive your payslip is via email. To do this you need to set this up on
LISelf (click Ctl then here).

Click on the icon detailed below (this is situated at the top right hand of the screen) and select setting then E-
form preferences.

& My profile

& Useful links

Preferences

Memorable information

E-form preferences

Change password

(] Dark mode



http://www.northlanarkshire.gov.uk/myself
http://www.northlanarkshire.gov.uk/myself
http://www.northlanarkshire.gov.uk/myself

E-form preferences Tick the Email Payslip checkbox Clese X

o The payslip/Pel passwords <an only use the characters A-Z, a-z, 09, or 1 "% " & * () - _+[

1{}?, @&~/ | \<>"":

Payslip options Please enter your email address - this is the email
Email payslip address which you will receive an email to advise
* Email address (required) whenever a payslip is available to view.

I' “ ‘I .
- ’ You will then be prompted to enter a NEW
* Password for pay=hp (required) password which is NOT your LISelf

|‘ « | £ | password — you will never have to change this
unless you choose to do it yourself.

* Confirm password (required)

|\ 4/‘f & | Pplease then confirm the password below.

P& options You can also select to use the same

[] Emailpso / email address for your P60 too.

|:| Use the same email and password for P&0's

mﬁ/ Then click to complete.

Once you have registered, you will then receive an email after the payroll has been processed each
pay period with a payslip attachment show as below:

————— Original Message--——

From: iTrentepayslips@northlan.gov.uk [mailto:iTrentepayslips@northlan.gov.uk]
Sent: 26 June 2019 16:45

To: mouse.mickey@northlan.gov.uk

Subject: Online payslip report

Importance: High

Please find attached your generated eslip report.




A detailed payslip will display the following information:
Mickey Mouse

80|8659 - Supported Employment

04165 0/42/10001
(sslary: 154045 ) ( PsyDate: 0722019 )
P e o N
Employ=e Name Employse No. T Pesiod 48
Tax Coge S1185L/0
Mickey Mouse N Number
L | Ncaegy A J
(" Description Units  Rate Casnh | [ Description Cash | [ Description Cash )
Mouse Research Assistant Tax 10S.86 Taxable Payments This SE6.06
Basic Pay 145693 1,047.839 NI -A 86.87 Pensionable Pay This 104788
LGPS (5.90%) 61.83 | | Employers NI This paso
Scotwest Credit Union 500.00
UNISON 7€
. >
( Year-todate J
[ Tax Pad YTD 254016 )
NI Paid YTD - A 208438
Taxabée Pay YTD 2356544
Ni3die Pay YTD 25.149.36
Pension YTD 148392
. > - 7\
[ Payments I 1.047.89] [ Deductions ][ 762.52] = ][ 285.37 ]
© N[ 3
Paid By BACS
Sort Code
Account
\ 7 O »
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